SECTION: V. EMPLOYEE PERFORMANCE EVALUATION SYSTEM SUBSECTION: 1

I. INTRODUCTION

In 2000 the Kentucky Generd Assembly enacted into law the current employee
evauation sysem. You may read the law enacted under KRS 18A.110, Section 1,
Subsection 1(i) and 7(j) and 101 KAR 2:180. The law requires that an employee's work
peformance shdl be used in deemining sday adjusments, promotions, and
demotions, dong with appropriate condderation to the factors contained in KRS
18A.0751(4)(f).

[1. PROCEDURES

A. Higble Employess

Employees subject to forma evaluation under the Employee Performance
Evduation Sysem are asfollows:

1. All ful-time merit employees who have completed their initid probationary
period of employment prior to January 1 of the evaudion year and have
remained in continuous merit satus throughout the performance year. The
performance year is January 1 through December 31.

2. All merit employees on probation as a result of promotion who have worked
in the position for at least 90 caendar days.

Note: An employee who origindly met the digibility requirements as of

January 1t who later resigns in order to accept an gppointment and is
placed on probation due to that gppointment is no longer digible.

B. Job Categories

The evaduation of each employee will be based on higher job performance within
each of four job categories. These job categories include:

1. Job Tasks
2. Adaptability/Initictive
3. Communication/Teamwork

4. Sdf Management

a.  Attendance
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b. Punctudity
c. Dependability/Responghility
d. Career Development

C. Gengd Provisons

1. For an digble employee to be evauated on hisher peformance, he/she must

have datus a the beginning of the peformance year and remain in continuous
merit status throughout the performance year. (Few exceptions apply. Please
contact the Personnel Office with specific questions.)

. The evduator of each employee should be the employees first line supervisor.

For a supervisor to qudify as the evaduator, he/she must have supervised the
employee for a minimum of 90 cdendar days. If the firg line supervisor does
not qudify, the next line supervisor who meets the 90 cdendar day
requirement becomes the employee's evauator.

. There ae dgtudions in which the normd evaduation procedures might be

dtered due to ther gpecid circumstances. These circumstances ae as
follows

a If an evduaor has supervised an employee for a least ninety (90) days
within the evauation year but then ceases to be the employee’s supervisor
before the annua evduation occurs, he/she must forward the evauation
form and dl documentation to the employee’ s new or next line supervisor.

b. In cases where the employee trandfers to a new job, hisher evauator shall
forward the evauation form, including interim meeting documentation, to
the employee's personnd file.  This is necessary in order for the new
evauator to evauae the employee on hisher peformance for the entire
performance year.

c. If an employee changes job and reports to a different supervisor after
October 1 of the peformance year, the annua evauation shal be
completed by the former supervisor prior to the job change and forwarded
to the employee' s personnd file.

AN OVERVIEW OF THE EVALUATION SYSTEM

A. Sat of Evauation Period (Performance Plan)

1. Thesupervisor completes the personnel data on the evaluation form.
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2. Together, the supervisor and employee identify or review the job duties for
the podtion dating with the man job duty and ending with the least and
complete the Job Task section on the evauation form.

NOTE: The supervisor shdl determine and distribute a totd of 100 points
between the job duties in dl four categories on pages 1 and 2
(Performance Planning Section) of the form. A continuation sheet

may be used if necessary.

3. The supervisor and the employee review the Peformance Expectations
developed by the supervisor for each job category in which the employee is
eva uated.

If necessary, the performance plan shal be revised a any point during the
performance period provided that changes are

Included on the evaduation form.
Conggtent with the Pogition Description.
Initidled and dated by both the evauator and employee.

4. The Evauator, next line supervisor, and the employee shdl sgn and date the
form in the spaces indicated on page 2. The Sgnatures must be in Red ink to
ensure legitimecy.

NOTE: The adminidraive regulation governing the appraisd process
requires the performance plan to be complete by January 31%.

Interim Reviews

The supervisor shdl peform two (2) interim reviews on an employee during a
performance year. These review sessons provide a face to face forum for both the
supervisor and employee to address any concerns, needs, accomplishments and
assessments.

1. The 1% Interim Review shdl be conducted during the month of April and the
2" |nterim Review shdll be held during the month of August.

2. Interim reviews shdl be used to document performance to date. The annud
performance rating should be supported by performance documentation
throughout the year.

3. All petinent comments concerning an employee's peformance shdl be
documented in this area by the supervisor. Accomplishments as well as areas
of improvement should be discussed and reflected in the interim mesting
sections of the employee appraisa form.
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Performance Improvement Plan

A peformance improvement plan is a tool available to adl supervisors who wish
to formaly address declines in productivity and/or overdl performance.  This
ingrument dlows the supervisor to dealy identify peformance issues,
communicate steps for corrective action and st dates for follow up discussons.
A face to face medting should be scheduled with the employee.  Also, written
documentation by way of memorandum or the Peformance Improvement Plan
form should be developed to capture the information conveyed in the mesting.
The performance improvement plan may be used a any time throughout the year
or introduced during an interim review sesson.

Y ear-End Evauation

The supervisor evduates the employeeg's performance for the full year within each
job category.

1. The supervisor shdl indicate on pages 1 and 2 the appropriate numericd
rating (1-5) determined for each job duty in each category.

2. The supervisor shdl multiply the points assgned to each job duty by the
numericd raing to obtain the totd points for each duty. The supervisor shdl
then record the number in the “total” column.

3. The supervisor shdl add the totd points for each job duty to obtan tota
points for each category.

4. The supervisor shal add the total score for dl categories and record the total
Performance Score in Section 111, Subsection A of the evauation form.

5. The supervisor checks the agppropriate box in Section Ill, Subsection B
(Overdl Peformance Evaudion), to indicate the overdl performance rating
determined by the total performance score.

6. The supervisor shdl only provide comments if the employee recaives less
than “Good” overd| rating.

7. The supervisor discusses the evauation with the employee.

8. If the employee agrees with the evduation, he/she shdl check the appropriate
box and may provide commentsin this section.

If the employee disagrees but accepts the evaudion, he/she shal check the
gppropriate box and shdl note in this section the reason(s) for disagreement.
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If the employee disagrees with any aspect of the evauation and requests
reconsderation, he/she shdl check the appropriate box and date the
disagreement in this section. The employee has five (5) working days from the
date the evaluation was signed to request reconsideration.

9. The employee, the supervisor, and the next line supervisor sign and date the
foom usng Red ink in the spaces indicated on page 4 in Section I,
Subsection D.

NOTE: The employee must place higher dgnature in the Employee
Response section in order to request reconsideration.

Filing the Evaluation Form

Once the evduation is completed, the employee will receive a copy of the
evduation form with the find rating and copies of appropriate documentation.
The evduation form will then be placed in the agency’s centrd personnd office
and the results will be submitted to the Personnel Cabinet.

Rewards

Employees who receive ether of the two (2) highest possble ratings in the sysem
ghdl receive a reward in the form of annua leave. Such leave shdl be credited to
the employee's leave baance on April 30" of the following year a the rate listed
below:

1) An employee who receves a rating of “Outdanding” shdl receve the
equivdent of two (2) workdays, not to exceed sixteen (16) hours.

2) An employee who recaves a raing of “Highly Effective’ shdl recave the
equivaent of one (1) workday, not to exceed eight (8) hours.

Pendties

An employee who receives a raing of “Unacceptable’ must be demoted to a
position commensurate with hisher skills and abilities or terminated.

V. THE RECONSIDERATION PROCESS

V(1)

A.

Recong deration Meeting with Evaluator

Recons deration may be requested after the year-end evauation.
The firs step in the reconsderation process is a meeting between the employee

and the evaduator to discuss the find rating. The reconsideration meeting shdl be
held a the request of the employee and shdl be conducted within five (5)

5 Revised 02/26/02



V(1)

workdays after the final rating was first discussed with the employee and the
evauation was Sgned.

If the employee and evduator come to an agreement during this meeting, the
reconsderation process ends. If any changes are made to the evduation, the
changes shdl be initided and dated by both the evauator and employee. If the
find rating is changed, the change must be noted in Section 1lI, Subsection E in
the “Recondderation” section of the form. The reviewer (second line supervisor)
needs only to complete Section E, certifying that proper procedures have been
followed.

If the employee does not agree with the find rating after the reconsderation
meeting with the evaduator, and the employee wishes a review of the evaduation,
he/she must submit a written request to the second line supervisor within five
working days from the date “ Results of Initial Reconsideration” is signed. The
second line supervisor will serve asthe reviewer.

When the reviewer receives a request to review a find raing, the reviewer must
dther obtain a written statement from the evaluator and the employee or meet
individualy with both the employee and the evauator to discuss the find rating.

Reviewer's Rating

The reviewer shdl determine the gppropriate find rating within 15 working days
of receiving a request for review and shdl inform both the employee and the
evaluator in writing of the raing. The reviewer determines a rating only a the
request of the employee.

Once the reviewer determines a find rating, the reviewer should mark out the firgt
score and/or rating given and indicate the new one in the appropriate space. The
reviewer mugt place hisgher initids over any changes on the form and complete
Section E of the evauation form.

All written statements by the employee, the evauator, and the reviewer shdl be
atached to the find evduation form, which shdl be filed in the agency's centrd
personnel office.

The resaults of Recondderation are find and may not be appeded to the Personne
Board unless the employee receives one of the two lowest overall ratings. Such
an aoped cannot be made until the employee has fird exhauded the internd
reconsderation process and has made written gpped within sixty (60) days of
Find Reconsderation. The written reconsderation decison must be attached to
this Annual Employee Performance Evauation Form and will become a part of
the employee’ s personnd file.
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GLOSSARY OF TERMS

. EVALUATOR:

. JOB DUTIES:

. EXPECTATIONS:

JOB CATEGORIES:

. OVERALL RATING:

. RECONSIDERATION:

. REVIEWER:

8. PERFORMANCE
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IMPROVEMENT PLAN:

Gengdly, the firg line supervisor who is respongble for
evauating an employee.

A description of the performance requirements/duties of an
employee.  Such description must be consggent with the
employee' s postion description (PD).

Specific performance requirements that must be developed
for eech job duty which identify the performance results
necessary for a“ Good” job.

The four areas for which each date employee will be
evduaed. Theseincdude the following:

Job Tasks

Adaptability/Initigtive

Communication/Teamwork

Sdf-Management (Attendance, Punctudity,
Dependahility/Responsbility, Career Development).

The find rding given to the employee & the annud
evduation. The totd peformance score determines this

rating.

The procedure outlined for an employee to apped the
initid raing by the evduator. The process involves a
second meeting with the evaduator, and if disagreement
persgs, it isto be resolved by the reviewer.

Generdly, the second line supervisor is respongble for the
resolution of disagreements between the evduator and the
employee. The reviewer determines the overdl rating only
a the request of the employee. A year-end rating may be
gppedled to the Personnd Board if he/she received one of
the two lowest ratings and has exhaused the internd
recons deration process.

A management tool used to formdly address performance
issues and outline seps and a timeframe for corrective
action.
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. QUESTIONS AND ANSWERS

Why have an employee perfor mance evaluation system?

1) To improve communication between employees and management.
2) To improve productivity and the qudity of service to the public.

3) To clarify employees duties and responsibilities.

4) To identify training needs

. Who will be eigible through this system?

1) Peformance Evaduations shdl be completed for dl full time classfied employees
with daus a the beginning of the peformance year who have remaned in
continuous merit Satus throughout the performance year.

. Will eligible employeesreceive additional money as a result of this system?

1) Employees who receive ether of the two (2) highest possble raings in the system
shdl receive a reward in the form of annud leave. Such leave shdl be credited to the
employee' s leave baance asfollows.

1) An employee who recdves a rating of “Outdanding” dhdl receive the
equivaent of two (2) workdays, not to exceed sixteen (16) hours.

2) An employee who receves a rating of “Highly Effective’ shdl receive the
equivaent of one (1) workday, not to exceed eight (8) hours.

. Will employees on initial probation be evaluated through this system?

Employees on initid probation are not digible to be evauated through this system.
Indigible employees do not have the right of appea and are not digible for performance
awards. Therefore, employees who do not meet the digibility requirements shdl not be
evaduated uang this system.

Q. Will an employee's performance evaluation be used in determining salary

advancements, promotions and demotions?

A. An employees peformance evduation will be one factor conddered in determining

>0

>0

igibility for sdary advancements, promotions and demations.

. Why isevery employee being rated at the same time?

1) To give supervisors the opportunity to evaduate al employees within a reasonably
short period of time and learn of any consstent needs or problems throughout his or
her area of respongbility.

2) With al employees being evaluated a the same time the supervisor should evauate
al employees more fairly and consistently.

. What role will the Per sonnel Cabinet havein regard to the evaluation system?

1) The Personnd Cabinet will monitor the operation of this program statewide.
2) They will have overdl respongbility for the sysems implementation and
adminigration.

V(1) 8 Revised 02/26/02



. Will non-merit employees be evaluated?
Non-merit employees are not digible to be evduated through this sysem. Indigible
employees do not have the right of gpped and are not eigible for performance awards.
Therefore, employees who do not meet the digibility requirements shal not be evauated
using this sysem.

>0

Can a supervisor who ison probation evaluate employees?
If he/she has supervised the employee for at least 90 calendar days.

What happensto an employee who receives arating of " Unacceptable" ?
He/lshe must be demoted to a postion commensurate with hisher skills and abilities or
terminated.

>0 PO

Note: Disciplinary action may be taken at any time as provided for in 101 KAR 1:345.

Q. What happens when an employee refuses to sign hisher evaluation form after the
evaluation?

A. The employee will not be dlowed to goped any disagreement with the evauation. The
evaduator should document in the employee response section of the evauation form that
the employee refused to sign. This should be indicated in the space for the employee's
sgnature and then sgned and dated by the evauator. If possible a witness should be
present.

Q. May an employee request reconsideration on hisgher evaluation based on a
disagreement over a performance scorein one category?

A. An employee may request reconsderation as he/she may agpped any pat of higher
evaudion through thisinterna gpped.

Q. May an employee appeal to the Personnd Board hisher evaluation based on a
disagreement over a performance scorein one category?

A. An employee may only apped an evauation to the Personnd Board when he/she receives
gther of the two lowest overdl ratings. Such an appeal cannot be made to the board
unless the employee first exhaudts the internal reconsideration gpped.

Q. During the reconsideration process, when the next line supervisor changes a rating
in a particular job category, how isthisindicated on the form?

A. The next line supervisor should mark out the first score and/or rating given and indicate
the new one in the gppropriate space. The next line supervisor must place hisher initids
over any changes on the form.

Q. When the employee and evaluator agree on arating and sign off on it, can any other

line supervisor change a particular rating
A. No.
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Q. If an employee who works in a field office requests reconsideration of higher
evaluation, does the agency give him/her leave time to travel to Frankfort for the
meeting with the evaluator ?

A. Yes an employee who has requested reconsideration should not be charged leave time in
the event he/she has to travel to another location outside the locd area to meet with the
evauator.

Will employees on leave or who are on suspension be evaluated?
Eligible employees who have worked in the pogtion for at least 90 cdendar days during
an evauation period and are not on leave at eva uation time will be evauated.

>0
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AGENCY LIAISON RESPONSIBILITIES

A. To provide informatiion to employees and supervisors relative to the employee

performance evduation sysem. Thiswill incdlude the following:

1. To didribute information to employees and supervisors as requested by the
Personnd Cabinet.

2. To remind dl supervisors of the following: the Performance Plan, the interim
meetings, and the year end eva uation prior to the date each should occur.

3. To digdribute necessay employee peformance evduation forms and
handbooks.

. To coordinate dl employee peformance evdudion training within the agency.

Thiswill involve the following:

1. Idettification of a daff person(s) to tran or asss you in traning the
upervisorsin the agency.

2. To atend required traning given by the Personnel Cabinet for employee
performance evauation. This training is adso required for any person who
will assg intraining.

3. To mantan a current liging of supervisors in the agency which documents
when they attended performance evauation training.

4. To devdop a traning schedule for al agency supervisors and inform the
Personnel Cabinet of this schedule. NOTE: If a supervisor misses dl agency
traning dates you may contact the Personnd Cabinet, Evauation Branch to
arange traning.  Additiondly, you will need to ask the agency personnd
adminigtrator to notify you when supervisory gaff change are made. Also ask
management daff to notify you when employees ae given supervisory
regpongbilities but no personnd action isinvolved.

5. To monitor the overdl peformance evaudion traning within the agency to
insure the following:

a that al personswho supervise receive the required training.
b. that al traning be consgent with information explaned in the employee
eva uation handbook.

. To counsd and advise supervisors as needed on problems reaing to the

evauation of their employees.

. To submit to the Personnd Cabinet the reatings of al employees digible for

performance evauation. Ratings should be submitted for the Y ear-end evaduation.

. To mantan adl employee evduation documents in the agency's centra personne

file.

11 Revised 02/26/02



F. To complete reports as requested by the Personned Cabinet to be used in
monitoring and evauating the performance evaduation system.
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